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CROWTHORNE PARISH COUNCIL 
STAFF RECRUITMENT POLICY 

 
Adopted by the Staffing Committee – March 2015 

 

Crowthorne Parish Council is an Equal Opportunities employer. The aim of the Council’s 
Recruitment Policy is to ensure that the Council select the most suitable person for the job 
on the basis of their relevant merits and abilities and that no employee/job applicant is 
unfairly treated on any grounds including: 

  race 

  colour 

  nationality 

  ethnic or national origins 

  religion 

  sex 

  sexuality 

  marital status 

  age 

  social background 

  disability 
 
The Council will ensure it appoints well qualified and experienced staff by: 

  the preparation of Job Description 

  the preparation of Person Specification 

  the preparation of an application form 

 advertising the position internally and/or externally as widely as possible and in a 
manner that is designed to attract candidates with the required skills and qualities 
 

All new positions will be subject to a full job analysis, to identify the responsibilities of a 
specific role along with what skills and qualities are required in a new employee.   
 
A Candidate Pack, which includes an application form, job description and person 
specification, will be sent to each applicant with the closing date for applications shown.  
A short listing of suitable applicants who meet the required criteria will take place one 
week after the advertisement closing date.  
 
Interviews will be held in 2 weeks after the short listing and will be managed by Officer(s) 
and up to three members of the Staffing Committee.  The interview panel will conduct an 
objective assessment of each candidate, taking notes and making a proper record of the 
interview. 
 
The position will be offered to the successful candidate upon receipt of suitable 
references.   A contract will be awarded subject to the completion of a satisfactory 
probationary period. 
 
As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ 
suitability for positions of trust, Crowthorne Parish Council complies fully with the  
DBS Code of Practice and undertakes to treat all applicants for positions fairly.  
It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis 
of conviction or other information revealed.  Unsuccessful candidates will be notified in 
writing once the appointment has been confirmed. 

 


